
chicago manual journal submission guide

The Chicago Manual of Style is a cornerstone for academic and professional writing, and understanding its
application to journal submissions is crucial for any author aiming for clarity and adherence to academic
standards. This comprehensive Chicago manual journal submission guide will navigate you through the
intricacies of preparing your manuscript, from initial formatting to the final details that journal editors
expect. We will delve into citation styles, manuscript preparation, ethical considerations, and the submission
process itself, ensuring your work meets the highest editorial benchmarks. Mastering these elements will
significantly increase your chances of acceptance and establish your credibility within your field. This
guide is designed to be your go-to resource for all aspects of Chicago style journal submissions.
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Understanding the Chicago Manual of Style for Journals
The Chicago Manual of Style (CMOS) is a widely respected style guide that provides comprehensive
recommendations for manuscript preparation, grammar, usage, and citation. When it comes to journal
submissions, adherence to CMOS, or a specific variant of it, is often a non-negotiable requirement. Journals
typically specify which edition of CMOS they follow and whether they prefer the author-date system or
the notes-bibliography system for citations. Understanding these nuances is the first critical step in
preparing a journal-ready manuscript.

Different academic disciplines and journals may have slight variations or specific preferences within the
broader Chicago style framework. For instance, some humanities journals might lean more heavily on the
notes-bibliography system, while social sciences journals might opt for the author-date system. It is
imperative for authors to consult the specific "Instructions for Authors" or "Submission Guidelines" provided
by the target journal. These guidelines will detail precisely how the journal expects manuscripts to be
formatted, including any deviations or specific requirements related to the Chicago Manual of Style.

Manuscript Preparation Guidelines
Proper manuscript preparation is foundational for a successful journal submission. This involves not just the



content but also the structural and stylistic elements that make a manuscript easy for editors and reviewers
to read and evaluate. The Chicago Manual of Style offers detailed guidance on these aspects, ensuring
consistency and professionalism throughout your work. Beginning with the title page, every element of
your manuscript must be presented in a clear and organized manner.

Title Page Requirements
The title page is the first impression your manuscript makes. According to the Chicago Manual of Style, it
should clearly present the title of the article, the author's full name, and affiliation. Some journals may also
request contact information, such as an email address and postal address, directly on the title page. Ensure
the title is concise and accurately reflects the content of your article, avoiding jargon where possible unless
it is standard within your field.

Abstract and Keywords
A well-crafted abstract is a summary of your research, typically between 150 and 250 words, though
journal guidelines may vary. It should encapsulate the research problem, methodology, key findings, and
implications of your study. Following the abstract, most journals require a list of keywords. These
keywords help with indexing and discoverability, so choose terms that accurately represent your article's
core concepts and are likely to be searched by your target audience.

Structuring the Manuscript
The main body of the manuscript should be logically structured with clear headings and subheadings. The
Chicago Manual of Style provides guidelines for heading levels to ensure a consistent hierarchy of
information. Typically, a manuscript will include an introduction, literature review (or background),
methodology, results, discussion, and conclusion. The order and naming of these sections can vary slightly
depending on the discipline and journal requirements, so always check the specific guidelines.

Formatting for Readability
Readability is paramount. The Chicago Manual of Style recommends double-spacing for the entire
manuscript, including quotations and bibliographical entries, unless otherwise specified by the journal. Use
a standard, legible font such as Times New Roman or Arial, generally in 12-point size. Margins should be
set to at least one inch on all sides. These seemingly minor details significantly contribute to the professional
presentation of your work and ease of review.



Citation and Referencing in Chicago Style
Accurate and consistent citation is a hallmark of scholarly integrity. The Chicago Manual of Style offers two
primary systems for referencing: the notes-bibliography system and the author-date system. Understanding
which system your target journal requires is fundamental to proper manuscript preparation.

Notes-Bibliography System
In the notes-bibliography system, citations are handled through numbered footnotes or endnotes. Each note
corresponds to a superscript number in the text and provides the full bibliographic details of the source. A
bibliography, listing all cited sources in alphabetical order, appears at the end of the manuscript. This system
is common in the humanities and arts.

Author-Date System
The author-date system uses parenthetical citations within the text, typically including the author's last
name and the year of publication (e.g., Smith 2020). A reference list, also alphabetized by author's last name,
is provided at the end of the manuscript, containing full bibliographic information for all sources cited. This
system is prevalent in the social sciences and natural sciences.

Elements of a Citation
Regardless of the system used, Chicago style requires specific elements for each citation to be complete and
accurate. These typically include the author’s name, title of the work, publication information (city,
publisher, year), and page numbers for direct quotations or specific references. The exact order and
punctuation will vary depending on the source type (book, journal article, website, etc.) and the chosen
citation system. The Chicago Manual of Style provides detailed examples for a vast array of source materials.

Formatting Tables and Figures
Visual elements like tables and figures can greatly enhance the understanding of your research, but they
must be formatted correctly to meet journal standards. The Chicago Manual of Style offers specific
guidelines to ensure these elements are presented clearly, professionally, and consistently with the rest of
your manuscript.

Table Formatting
Tables should be numbered consecutively (e.g., Table 1, Table 2) and given clear, descriptive titles. Each



table should be self-explanatory, meaning a reader should be able to understand its content without
referring to the main text. Column and row headings should be concise and informative. Within the table,
data should be aligned logically. Footnotes to tables, if necessary, should be brief and placed directly below
the table.

Figure Formatting
Figures, which include graphs, charts, maps, and illustrations, should also be numbered consecutively and
have descriptive captions. Captions typically appear below the figure, whereas table titles appear above.
Ensure that figures are of high resolution and that all text within them is legible. If a figure is taken from
another source, it must be properly credited within the caption and a full citation provided in the
bibliography or reference list, adhering to copyright requirements.

Placement and Referencing
While many journals prefer figures and tables to be embedded within the manuscript at their approximate
point of reference, some may request them as separate files. Always check the journal's specific instructions
regarding placement. In the text, figures and tables should be referred to by their numbers (e.g., "as shown
in Table 1" or "Figure 2 illustrates...").

Ethical Considerations in Journal Submissions
Beyond formatting and citation, ethical conduct is paramount in academic publishing. Adhering to ethical
guidelines ensures the integrity of your research and publication process. The Chicago Manual of Style
indirectly supports ethical practices by emphasizing accuracy, transparency, and proper attribution.

Authorship and Contributions
Authorship should accurately reflect substantial contributions to the conception or design of the work; the
acquisition, analysis, or interpretation of data; the drafting or critical revision of the manuscript. All
individuals who meet these criteria should be listed as authors. Individuals who provided support but did
not meet authorship criteria should be acknowledged in a dedicated section.

Plagiarism and Academic Integrity
Plagiarism, the act of presenting someone else's work or ideas as your own, is a serious academic offense.
This includes copying text, ideas, or data without proper attribution. The Chicago Manual of Style’s rigorous
citation requirements are designed to help authors avoid plagiarism by ensuring that all borrowed material



is correctly acknowledged.

Conflict of Interest Disclosure
Many journals require authors to disclose any potential conflicts of interest that might be perceived to bias
their research. This can include financial interests, personal relationships, or affiliations with organizations
that have a stake in the research outcomes. Transparency about such conflicts is essential for maintaining
trust with readers, editors, and reviewers.

The Submission Process and Editor Communication
Once your manuscript is prepared according to the Chicago Manual of Style and journal-specific guidelines,
the next step is the submission process. Navigating this phase efficiently and professionally can significantly
impact the trajectory of your manuscript.

Utilizing Online Submission Systems
Most journals now utilize online submission systems. These platforms guide authors through the process,
requiring you to upload your manuscript files, provide author information, and confirm compliance with
journal policies. Carefully follow all prompts and ensure you upload the correct versions of your files,
including any supplementary materials.

Crafting a Cover Letter
A cover letter, while sometimes optional, is an opportunity to introduce your manuscript to the editor. It
should be concise and professional, briefly summarizing your research, its significance, and why it is a good
fit for the journal’s readership. Reiterate that the manuscript adheres to the journal's formatting
requirements, including Chicago style if applicable, and confirm that it has not been published elsewhere or
is under consideration by another journal.

Responding to Editor and Reviewer Comments
After the initial review, you may receive comments from the editor and peer reviewers. It is crucial to
respond to these comments thoughtfully and respectfully. Address each point raised, whether you agree
with it or not, and clearly indicate the revisions you have made. If you disagree with a reviewer's
comment, provide a polite and well-reasoned explanation for your decision. A structured response
document, detailing your revisions in relation to the reviewers' comments, is typically expected.



Common Pitfalls and How to Avoid Them
Authors often encounter common issues that can delay or hinder the publication of their work. Being
aware of these pitfalls and proactively addressing them, particularly in relation to Chicago manual journal
submission guide requirements, can save considerable time and effort.

Inconsistent Formatting
A frequent mistake is inconsistent application of Chicago style throughout the manuscript. This can range
from variations in citation format to differences in heading styles. Double-check your manuscript against
the chosen Chicago style system and the journal’s specific guidelines multiple times.

Ignoring Journal-Specific Instructions
Relying solely on general knowledge of Chicago style without consulting the target journal's "Instructions
for Authors" is a common error. Journals often have specific requirements regarding word count, abstract
length, preferred citation system, and the submission of figures and tables. Always prioritize the journal's
guidelines.

Incomplete or Inaccurate References
Errors or omissions in the bibliography or reference list are serious issues. Ensure that every source cited in
the text is present in the reference list and vice versa. Verify that all publication details are accurate and
formatted precisely according to Chicago style rules for the specific source type.

Late or Unprofessional Responses to Revisions
Procrastinating in responding to revision requests or submitting a poorly organized response can negatively
impact your manuscript’s chances. Treat revision requests as an opportunity to improve your work.
Respond promptly and professionally, addressing all reviewer and editor comments thoroughly.

Frequently Asked Questions

Q: What is the primary difference between the notes-bibliography and



author-date systems in the Chicago Manual of Style for journal
submissions?
A: The primary difference lies in how citations are presented. The notes-bibliography system uses footnotes
or endnotes with a corresponding bibliography at the end, while the author-date system uses in-text
parenthetical citations (Author Year) and a reference list at the end.

Q: Should I use the most recent edition of the Chicago Manual of Style for
my journal submission?
A: Always adhere to the specific edition mentioned in the journal's submission guidelines. If a specific
edition isn't mentioned, it's generally best practice to use the most current edition available.

Q: How detailed should the abstract be for a journal submission following
Chicago style?
A: The abstract should be a concise summary (typically 150-250 words) that accurately reflects the entire
article, including its purpose, methods, results, and conclusions.

Q: What are the essential elements for the title page when following the
Chicago Manual of Style for a journal submission?
A: The title page typically includes the article title, author's full name, and academic affiliation. Some
journals may also require contact information.

Q: Is it acceptable to submit a manuscript that has been previously
published in a different format?
A: Generally, no. Most journals require manuscripts to be original work that has not been published
elsewhere and is not under consideration by another publication. Always check the journal's specific
policies on prior publication.

Q: How should I handle tables and figures that are derived from other
sources in my Chicago style journal submission?
A: You must properly credit the original source for any borrowed tables or figures. This typically involves
a citation within the caption and a full entry in your bibliography or reference list, in addition to respecting



copyright laws.

Q: What is the best way to respond to reviewer comments on a
manuscript submitted under Chicago style guidelines?
A: Respond respectfully and point-by-point to each comment. Clearly state how you have addressed the
suggestion or provide a reasoned explanation if you choose not to make a proposed change. A response
document is usually expected.

Q: Are there specific font and margin requirements when adhering to
the Chicago Manual of Style for journal submissions?
A: While the Chicago Manual of Style recommends standard fonts (like Times New Roman or Arial, 12pt)
and double-spacing, always defer to the journal's specific formatting instructions, which often include
precise font, size, and margin requirements.
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